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MANAGEMENT 


Dear Sir: 

At the request of many of our subscribers, we are about to expand our 
coverage of the employee relations field by publishing a twice-a-month 
newsletter dealing with white-collar personnel. 

As you know, standards and policies are not as clear-cut in the white- 
collar area. Educational backgrounds range from high-school to PH.D. — areas 
of responsibility run from clerk to executive — supervision and company 
policies tend to be more informal. 

In the blue-collar field, management is guided by the union contract. 
The ground-rules are set upon signing..."The employee is entitled to thus and 
so and must perform in the following manner.” 

Since this is not usually the case in the white-collar area, many an 
employer has been led to believe that he can do pretty much as he pleases — 
that his policies with his white-collar people need not be as carefully 
spelled out. 

Nothing could be further from the truth. 

Over the past five years, there has been a 10-fold increase in the 
number of court cases involving white-collar employees and their companies. 

New precedents have been set — many new government regulations dealing with 
issues like fair employment practices, equal opportunity, wages, & hours, 
compensation, pensions, etc. have been added — substantial gains in the 
highly-organized blue-collar area have created pressures on white-collar 
workers to keep pace. 

News travels fast these days. Rights, privileges and company policies 
are compared and openly discussed — and many of these policies are being 
challenged by a more sophisticated work-force which makes frequent use of the 
courts and government boards. 

These are problems which the free-wheeling businessman of even 
20-years ago seldom had to think about — particularly in the white-collar 
area. Today, they are crucial. 

It’s not a question of who will win in a show-down. The objective is 
to be fair, yet in firm control of your business — to avoid leaving your 
company open to an unpleasantness which could have been avoided in the first 
place. It’s costly in terms of time, money and possible unfavorable 
publicity. 

Twice a month, WHITE COLLAR MANAGEMENT will keep you abreast of new 
legislation and court decisions which affect your employee policies. (See 
enclosed index for the range of subjects covered.) 
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Edited by Dr, Lawrence Stessin, Professor of Management at Hofstra 
University, Ira Wit and Elmer Ellentuck, both members of the New York Bar, 
WHITE COLLAR MANAGEMENT —- 

1. Tells you which policies are being challenged by citing 
actual court cases. 

2. Helps you audit and plug loop-holes in existing policies. 

3. Alerts you to new decisions and interpretations by govern¬ 
ment boards and other agencies. 

4. Helps you compare your managerial skills with others who 
have faced similar problems. 

5. Provides you with an instant reference of solutions to 
problems which may confront you at any time. 

6. Gives you an authoritative, low-cost tool for training 
and developing your management people. 

The cost? Just $3 a month — extra copies at substantially reduced 
rates for distribution to key supervisory personnel. 

So whether you employ one or one thousand, we believe WHITE COLLAR 
MANAGEMENT is a small investment which will yield rich dividends. It frees 
you for making the BIG decisions — assures you that your supervisory 
personnel are being kept abreast of what’s going on throughout the country in 
the ever-changing field of human and labor relations. 

Furthermore, if WHITE COLLAR MANAGEMENT doesn’t fill the bill, you can 
stop the service at any time and we agree to make a prompt refund of the 
unused portion of your subscription. Fair enough. 


An order card is enclosed for your convenience 


Sincerely 



EAL/sas 


E. A. Lowell 
Subscription Manager 
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A timely report on cases 
and decisions affecting 
management-employee 
policies and practices. 


HIRING 

PROCEDURES 


If You Hire A Management Trainee ‘On Probation’ 
Can You Let Him Go Before His Trial Period Ends? 


The Problem: The Company initiated a recruiting and train¬ 
ing program to meet a shortage of traffic managers needed 
to supervise the flow of highly explosive cyrogenics (liquid 
gases) to missile bases. John Wallace, a recent graduate 
chemical engineer who was looking outside his company for 
something more challenging than his present post, handling 
“petroleums, put in for the Job' ^ ' ~~ 

“Here’s our program,” personnel told him. “You get two 
weeks training and then we take you on for a 30-day trial. 
If you fill the bill, the job is yours.” 

“Suits me fine,” Wallace answered. “When do I start?” 
He was told to sign a printed slip which said: 

''The undersigned understands he is hired on a 30-day 
trial period. If there is any falsification of references or 
misstatements on the application or if he is found to be 
physically unfit, or fails to prove himself qualified, it will 
be sufficient cause for the Company to terminate his em¬ 
ployment without recourse.” 

Sent to Spokane on September 29th for training, Wal¬ 
lace did not last the probation period. On October 17th, 
he was handed his walking papers. 

“Wait a minute,” he said. “You can’t fire me before the 
30 days are up.” 

“Why wait?” management asked him. “We are con¬ 
vinced right now you can’t do the job. So we are letting you 
out.” 

Wallace sued in court for his 30 days’ pay. He asserted: 

1. Suppose I’m a slow starter. That doesn’t mean I 
cannot fill the job. That’s why we agreed on a 30-day 
trial period. 

2. I might not have taken a job with only a 10-day pro¬ 
bation period. 


3. My work is okay. The Company fired me on a false 
accusation that I was spying for my last employer. 

Management had a ready answer: 

► A company has the right to dismiss a probationary 
worker at any time. 

— ► Read the agreement Wallace signed. It gives us the 

right to fire him “if he fails to prove himself quali¬ 
fied.” He failed. 

The Answer: The employee must be paid the full thirty 
days. So ruled the Wyoming Supreme Court. And added: 
When a fixed period of probationary employment has been 
mentioned during the hiring interview a company is com¬ 
mitted to the time specified. In the Court’s view, anyone on 
probation must be given his full time to prove himself. 

The Court gave short shrift to the agreement which 
Wallace signed. Too ambiguous, the judge opined. 

(386 P. 2d 934) 

WHAT TO DO: In reviewing your hiring policies, check 
the following: 

V Is it made clear to the applicant that the probationary 
period is designed to help the company evaluate the 
employee? 

V Is the employee told in specific terms that he can be 
let out before the probationary period ends for any 
reason whatsoever? 

VAre your department heads and supervisors advised 
periodically of your policies—and any changes? 

^POLICY POINTER-^ Many companies, to preserve 
freedom of action, are steering clear of the numbers game in 
hiring white collarites. They simply have no fixed probation¬ 
ary period. 


EMPLOYEE 

REFERENCES 


How Confidential Are The References 
A Company Gives About An Ex-employee? 


The Problem: Two reasons made Sam Gregor leave his job 
after nine years—and move to Florida. First, his wife, Sylvia 
resented the Philadelphia winters—and second, Sam, an audi¬ 
tor for a big insurance company, resented his supervisor, 
Charlie Pendergast. There had been hard feelings and harsh 
words between the two and Sam, several times, had exploded 
into violent rage. 

But Sam had no doubt he could find outlets for his talents 
in Daytona Beach, where the Gregors settled. Sam singled 
out an important insurance brokerage house, Loeb & Am¬ 
pere, to apply for a job. He journeyed to Atlanta, the main 
office, several times and was interviewed in depth by Sid 
Loeb, the vice-president. 

From all appearances, the job was his and when he was 
asked for references, Sam gave The Casualty Company, his 
old employer, and two personal friends of standing in Phila¬ 
delphia. 


Not much later, Sam’s bright prospects darkened on 
receipt of a letter from Sid Loeb withdrawing the offer of 
employment and stating: 

"To my sincere regret, we received a reply to our letter 
of inquiry to one of your references and this reply gives 
us information which makes it impossible for us to offer 
you a position.” 

Sam made a beeline for the phone and called Loeb. 
“Who,” he demanded to know, “could give you any kind of 
information that would make it impossible for you to offer 
me a position?” 

Loeb’s answer is a matter of dispute. But Sam later 
testified (and the jury believed him) that Loeb answered: 
“Why, your old friend Pendergast.” 

Sam suffered a nervous breakdown. Later, he slammed 
away at his old employer, and his ex-superior, Pendergast, 
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with a $100,000 damage suit for slander. The jury awarded 
$21,000 damages which Sam collected. 

It was Casualty’s turn to sue. Ampere & Loeb were 
hauled into court on its demand to be repaid the $21,000. 

“Employment references are confidential,” Casualty de¬ 
clared. “Any company that reveals the source of an un¬ 
favorable reference breaches a trust. We were forced to pay 
$21,000 because of Ampere & Loeb’s indiscretions. Let them 
make good for it.” 

The brokerage house replied: “We never disclosed the 
source. But it is obvious the job applicant would know 
since he only gave one business reference. We can’t help it 
if he can put one and one together and get two.” 

The Answer: References are very confidential . . . and the 
employer who does not treat them as such exposes himself 
to legitimate lawsuits. So said the U. S. Circuit Court. 

This then raises an issue of fact the Court said—that is, 

DISCRIMINATION Can An Anti-Bias 

To Hire A Negro 

The Problem: Along with fifty other women, Margaret 
Priestly applied for an executive job in personnel adminis¬ 
tration with a nationally known insurance company that 
employs thousands—in answer to an ad placed in The Hart¬ 
ford (Conn.) Times. 

► The ad offered good pay for a college graduate with 
three to five years’ experience. 

The company cut down the 50 application letters to five 
likely candidates. Mrs. Priestley, a Negro, survived that proc¬ 
ess along with four white women. Interviews with a number 
of executives took hours. The background, personality, ap¬ 
pearance, education and experience of the five were explored 
by management. 

Two of the applicants took other jobs and eliminated 
themselves. The remaining trio were summoned for another 
intensive interview—then the job was given to Mrs. Glad¬ 
stone, a white. 

Mrs. Priestley was complimented on her showing as run¬ 
ner-up and offered a lower-paying job with the casualty 
underwriting department. 

She flatly refused it. Instead, she complained to the 
Connecticut State Commission on Civil Rights. “The com¬ 
pany was prejudiced against me for racial reasons,” she 
said. Just look at these facts: 

► My education was far superior. I hold an M.A. from 
Northwestern in Personnel Administration. Mrs. 
Gladstone has no college degree. 

► The company concedes my personality and appear¬ 
ance were highly rated. 

► It is significant the company has never hired a Negro 
for professional or semi-professional jobs. 

EMPLOYEE Can Promises 

COMMUNICATION Handbook Get 

The Problem: Business was good and the board of directors 
decided to pass some of the high profits on to employees 
not covered by collective bargaining. It voted improved 
fringe benefits—and personnel circulated a new handbook 
outlining the good things in store for employees. 

The booklet was divided into: Working Conditions; 
Special Information; Industrial Relations Plans; and ex¬ 
plained what the company was doing on insurance, sick¬ 
ness, military duty, vacations, and other extra-wage 
benefits. 

The handbook wound up with a heading, “Dismissal 
Wages and Salaries,” which said: 

‘7n addition to all salaries earned for work performed, a 
dismissal salary will be paid to any eligible employee who 
is laid off for an indefinite period because of a reduction in 


whether the brokerage house violated the confidence. There 
is much in the evidence to indicate a breach (such as the 
telephone call, office memos written by Loeb on the subject, 
the wording of the letter to Gregor turning him down). 

But the final decisions must be made by the jury. So let 
the case be tried and let a jury decide. (336 F. 2d 33) 

^POLICY POINTERS^ Here are a few safety pre¬ 
cautions: 

V References should be asked, received and studied 
before an applicant is given to understand a job is 
virtually his. 

V The letter rejecting an applicant should be so vaguely 
worded that the applicant cannot pinpoint the reason. 
An impersonal form letter giving no specific reasons 
is best. 

V No discussions of reasons by telephone or in post¬ 
rejection personal interviews should be permitted. 

Board Order A Firm 
Executive? 

Management rebutted: “We chose Mrs. Gladstone be¬ 
cause she has more specific experience in the work — so it 
would be less effort to train or supervise her. 

A series of Commission hearings followed. 

The Answer: The company won BUT . . . The Connecticut 
Anti-Discrimination Board made it clear that it was dis¬ 
turbed by the lack of higher jobs in the company for Ne¬ 
groes. If the situation continued it might reexamine the 
company’s hiring practices. In this case, the Board listed 
these factors in management’s favor: 

1. Courteous treatment accorded the applicant in her 
interviews. 

2. The fact that she was given high ratings for personal 
qualities. 

3. Her excellent training and background were thor¬ 
oughly discussed and commended by the interviewing 
executives, and she was called back for a second 
interview. 

“We cannot,” the Board commented, “substitute our 
opinion for that of the employer where both applicants are 
well qualified and where both received fair consideration.” 
(Conn. F.E.P.C. No. 188) 

W REMEMBER*^ About 22 states now have no-discrim- 
ination-in-employment laws. But, even if your state doesn’t 
have such a statute, you’ll be affected by the U. S. Civil 
Rights Law which became effective July 2, 1965. 

The federal law sets up an Equal Opportunities Com¬ 
mission with authority to investigate charges of bias in 
employment. Furthermore, anyone who feels that he has 
been barred from a job because of race or religion will be 
able to sue in the federal courts. 

In The Employee 
You Into Trouble? 

forces or plant shut-down. No employee, however, will re¬ 
ceive dismissal salary if he 'quits* or if he is 'discharged for 
cause.* ** With this went a graduated schedule of severance 
pay. 

Much company business depended on Government or¬ 
ders. A year later things were no longer at boom proportions. 
Management advised supervisors that new separation sched¬ 
ules at reduced rates would go into effect. Still later, fixed 
schedules were withdrawn completely. 

No new handbook was printed—the old one had long 
ceased to be distributed—and employees were not told of 
changes. 

Several company plants closed down and office personnel 
shrunk to match depressed activity. Among the heads that 
rolled was Tom Boston’s. When Tom found his pink slip 
and final check, he marched into the head office with fire in 





his eyes. “Where is my severance pay?” he asked 
indignantly. 

“Sorry,” he was told, “but severance payments have been 
dropped. Business is terrible and company is tightening its 
belt.” 

“You made a promise to the employees,” Tom argued, 
“and you can’t back out now. Why, that was one of the 
reasons I stuck it out here instead of looking for another 
job.” And Tom was part of a group of ex-employees who 
sued the company. 

When the case came to court, the company pointed to a 
clause in the handbook that read: “The following are only 
brief outlines of such plans as they are in effect at present. 
They are subject to change or discontinuance from time to 
time. The office superintendent or personnel superintendent 
will be glad to furnish you with up-to-date details at any 
time.” 

“That lets us out,” the company argued. “These men 
could have learned of changes just by inquiring. Besides, 
the benefits are free—and not at all binding.” 

The Answer: If you make a promise in a handbook, you 
have to live up to it, the Supreme Court of Virginia stressed. 

“The promise of severance pay in company literature 


amounts to an offer, which if accepted and performed on 
by employees, fulfills the legal requirements of a contract.” 
The employee collected his severance. (53 S.E. 2d 804) 

WHAT TO DO: Most employee handbooks are written 
by personnel or public relations departments and are viewed 
as communications devices rather than legal obligations. 

V This case should alert all executives to this fact: 
house organs, bulletin board notices and handbooks 
of all kinds can be binding on the company. 

VWhen policy changes are made, employees must be 
told. The burden of communication is on the com¬ 
pany — not the employee. The management which 
advises its employees to “check with your super¬ 
visor” is not adequately covering itself. 

If a benefit promised in a handbook is subsequently cut 
or eliminated, employees are still entitled to those fringes 
up to the time of the official change. 

^POLICY POINTER-^ Changes in policy should be di¬ 
rected to employees through such personal media as 
letters to the home, bulletin board notices, payroll 
stuffers or prominent announcements in the house 
organ. 


OFFICE Can A Company Organize 'Round-Table Discussions’ 

GRIPES To Air White Collar Grievances? 


The Problem: Peter Burton, director of industrial relations, 
had a feeling the white collar help could be handled far 
better if machinery was set up to bat around ideas and 
problems with the employees. 

He hit upon the idea of regular round-table discussions 
with representatives elected by non-union help. The 
company would pay these employees for the time they 
spent at the meetings, and the minutes covering all con¬ 
ceivable subjects of mutual employer-employee interest 
would be published in the house organ. 

Top management approved. Burton got up a brochure 
which said the possible areas of discussion would be wages, 
performance, benefit programs, general areas of company 
progress and company practices. 

“In short,” the brochure said, “the purpose of the round¬ 
table is to provide you with a regular means for telling us 
about your problems, your complaints, or about your ideas 
and suggestions — and for asking any question which you 
feel is important to you as an employee of the company. 

“It is also intended to be a means of sharing information 
with you — on a monthly basis — about all phases of the 
company’s affairs, including the problems, policies and 
plans.” 

Elections were held; talkfests went on and the minutes 
were periodically published in the house organ. Then a 
union appeared on the scene. It was trying to organize 
part of the clerical force and found itself hampered by the 
round-table setup. 

“Why do we need a union?” some employees asked. 
“Management listens to our gripes at the round-table — 
and reforms are in the wind.” 

The union filed a charge with the National Labor Rela¬ 


tions Board. “Make the company drop these round-table 
talks,” the union demanded. “What they are doing is an 
unfair labor practice banned by federal laws. It is nothing 
more than a company union.” 

“Nonsense,” the company retorted. “It is a way of 
working more closely with employees. It has none of the 
earmarks of a union — such as regular members, dues, 
officers.” 

The dispute ended up before the NLRB. 

The Answer: Disband the round-table, the NLRB ordered. 
To quote: “The company does not deny responsibility for 
the unilateral establishment of the round-table. Throughout 
its existence the company scheduled all the meetings, 
established the agenda of topics to be discussed, and other¬ 
wise controlled the operations.” 

The fact that the members of the round-table paid no 
dues, had no constitution, no by-laws, no membership re¬ 
quirements and other trappings of a labor union was turned 
down by the NLRB as immaterial in this case. (NLRB No. 
94-64) 

^OBSERVATION'^' Management still has every right 
to establish communications pipelines with its employees. 

It can meet with them individually or in groups. It can 
discuss mutual problems. But the accent must be on infor¬ 
mality. 

Once the company sets up rigid machinery for handling 
employee complaints, foots the expenses, provides secre¬ 
tarial help, supervises elections and draws up an agenda, 
the resultant organization begins to take on the mantle of a 
“company dominated union”—which is illegal under the 
Wagner Act. 


PENSION 

PROBLEMS 


Can A Firm Refuse Retirement Pay To 
An Employee Who Lied About His Age? 


The Problem: In 1950, at the age of 52, Armand Greedy 
knocked fruitlessly on a string of office doors looking for a 
job. When he gave his true age, employers’ eyebrows went 
up and Armand was turned down. There was no work for a 
52-year-old, and Armand decided to rejuvenate himself by 
knocking off seven years. 


The stratagem worked. He was hired and worked for 
13 years—until he reached the true age of 65. In the meantime 
a new pension plan went into effect allowing any employee 
who worked continuously for ten years to retire at 65. 

“This definitely means me,” Armand gleefully told him¬ 
self. He gave his employer notice. At the same time he 





filed for a pension. 

The retiring employee was called into the front office. 
“How can you apply for retirement, Mr. Creedy, when our 
records show that you are only 58?” 

Armand grinned. “That was just a little white lie to get 
the job. But that’s water over the dam. My real age is 65.” 

“We know you’re 65,” the company official informed 
Armand. “We knew that for some time. So far as the 
company records are concerned, you are 58. If you lied 
about your age, you have to live with it.” 

Armand asked for arbitration and the company agreed. 
“The company has not lost one nickel because of his little 
white lie,” the arbitrator was told. “It even knew of it 
when it signed the pension pact. 

“Besides, others had been allowed to correct their 
records of birth — why shouldn’t I? 

“What’s wrong about lying to get a job? Everybody who 
has to, does it.” 

The company just as stubbornly opposed Armand’s plea: 

► If we allow people to lie about their age and change 
it later, our entire system of pension is jeopardized. 
How can an employer negotiate a pension system with 
a union if it does not know its potential obligations 
under it? 

► True, we have permitted others to correct records. 


But those were to iron out mistakes. Nobody who 
deliberately lied has been given that right. 

The Answer: The employee lost. “The predicament which 
the employee now finds himself in is solely the product of 
his own making,” noted Arbitrator Vernon Stouffer. 

“If the employee is permitted to receive pension benefits 
prior to the date he would normally be entitled to them—a 
premium will be placed on the practice of deceit and other 
employees will be encouraged to also misrepresent material 
facts. 

“Condonation of the employee’s conduct would create 
discrimination against all other employees denied equal 
treatment. This would result in chaos and destruction of 
the pension program.” 

Armand was told he must wait until he reaches 65 on 
the company records. (43 LA 901) 

POLICY POINTER^ Review your hiring procedure 
particularly the language of employment applications. Most 
companies have inserted a disclaimer which entitles them to 
fire any employee who misrepresents personal history in the 
application. 

To get the message across to the candidate for a job, a 
clause could be added stating that the applicant will be 
bound on all fringe benefits and pensions to the age he 
states in his application. 


EXECUTIVE Can An Executive Charge His Company 

pay Overtime For Long Hours? 


The Problem: Tribal rites demand that no busy executive 
be seen going home at the end of a long day without an 
attache case stuffed with homework — so goes the credo. 

Danton Robins decided to test the rights of the over¬ 
worked executive, so when the figurative briefcase became 
too heavy, he laid it down — and sued his company for 
overtime pay. 

Robins was hired to manage a company plant. Before 
then, he met with Joe Grainger, company president, to 
discuss “working hours.” 

“I don’t mind working hard,” Robins said, “when emer¬ 
gencies demand it. But I don’t believe in long hours — they 
should not be necessary if I do my job.” 

Robins was a good man and Grainger wanted him. 
“Danton, there is no reason in the world for you to work 
longer than eight hours daily,” Grainger reassured him. 

Robins signed and moved into the job. He saw it would 
be impossible to run the badly disorganized plant on an 
eight-hour stint. He was frequently lucky to get home 
after putting in 12 hours. 

President Grainger was the target of telephone calls and 
letters in which Robins indignantly protested the overtime 
he was putting in. 

► Every time Robins collected his pay check, he com¬ 
plained — but always signed a receipt acknowledging 
full payment. 

He stuck to the job until the day came when Grainger 
asked him to supervise two plants instead of one. Robins 
walked out in a huff. He sued for overtime, arguing: 

1. My job called for an 8-hour day. I worked 12 hours. 
The company owes me salary for over 1,000 hours. 

2. Nobody, including an employer, has the right to 
expect something for nothing. There was an implied 
agreement to pay me for overtime. 


The company emphatically disagreed. “There was no 
agreement to pay for overtime. Robins worked voluntarily 
and all executives are expected to work overtime.” 

The Answer: The ''overworked” executive lost. The rule is 
that an executive on the payroll of a company, employed 
for a fixed salary, cannot recover for extra hours of work 
voluntarily performed, the West Virginia Circuit Court said. 
Unless the employer agrees specifically to pay a premium 
for overtime, there can be no successful suit to win extra 
pay. (107 S.E. 285) 

^REMINDER-^ You can’t owe an executive overtime 
pay so long as he’s doing executive work, even if he puts in 
more than the permissable 40 hours. But, if you let him play 
a lesser role for even a fraction of his time, you may be in 
for trouble. 

If more than 20% of his time goes into non-executive 
work; the U. S. Labor Department will award him overtime 
pay. Here are samples of typical non-executive duties as 
the government sees it: 

V Routine clerical work such as bookkeeping, billing 
and filing. 

V Keeping records for workers not under his supervision. 

V Preparing payrolls. 

V Taking an employee’s place at his desk. 

V Making sales. 

An Exception: If the work was so different in nature as to 
create a natural inference of extra pay. It would be the 
sort of work that could not be expected from him as part 
of his normal duties. 

If, for example, Robins was told to use his spare time to 
look around for another business the company might invest 
in, this the court might consider to be compensable 
overtime. 


This publication is designed to provide accurate and authoritative information in regard to the subject matter covered. It is sold with the understanding that 
the publisher is not engaged in rendering legal, accounting or other professional service. If legal advice or other expert assistance is required, the services 
of a competent professional person should be sought. 

— From a Declaration of Principles jointly adopted by a Committee of the American Bar Association and a Committee of Publishers. 
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ADVICE & COUNSELING 

What Are The Risks Of Giving ‘Wrong Advice’ To Office Employees. 

Can A Company Safely Recommend A Lawyer... 

ANNUAL STOCKHOLDER MEETING & REPORTS 

Can Employees Air Complaints At The Company's Annual Meeting. 

Do You Have To Pay Employees Who Take A Day Off To Go To An Annual 

Meeting. 

Can An Employee-Stockholder Take His Grievances To The President. 

ANNUITIES 

Can You Arrange Annuities So That They Can Be Cancelled If Business 

Goes Bad . 

Are Bonuses And Profit Sharing Figured In As Basic Compensation In An 

Executive Pension Plan. 

Can A Company End A Retirement Annuity Which Was Awarded As A Gift 
To An Executive. 

ANTI-DISCRIMINATION 

Must A Company Rehire An Inefficient Negro Who Was Fired By A Preju¬ 
diced Supervisor. 

Can An Anti-Bias BoarcLForceA Company To Hire A Negro Executive.rrr- 

APPLICATION FORM 

Can You Provide In The Application That Employee Agrees Not To Compete 
If Hired . 

APPLICANT SCREENING 

Can An Employee Hold The Company To An Interviewer's Promises. 

Can You Force An Applicant To Submit A Photograph With His Job 

Application ... 

Can You Be Required To Hire A Qualified Negro Even If There Are More 

Skilled Applicants. 

Can You Use A Lie Detector In Screening Applicants. 

Can You Compel Employees To Be Fingerprinted. 

ATTITUDES 

If You Discharge A Secretary For A Wrong Attitude’ Can She Successfully 
Sue . 

BONUSES 

Can The Staff Hold You To A Bonus Because You Gave It In The Past. 

Are Bonuses Part Of Basic Pay In Computing Pensions.. 

Does The Man You Fire In May Have A Claim To The Christmas Bonus. 

Can A Company Refuse To Pay A Voluntarily Offered Bonus Even After It 

Is Earned..... 

What Strings Can A Company Tie To A New Bonus Plan. 

BULLETIN BOARDS 

Can The Employees Interpret An Announcement On The Bulletin Board 

As A Binding Agreement. 

Can You Be Sued For Libel Because Of An Employee Notice Posted On The 

Bulletin Board. 

Do Employees Have A Right To Use Your Bulletin Boards. 

COMPANY ESPIONAGE 

What Recourse Do You Have Against A Competitor Who Spies On Office 

And Sales Methods Through Your Employees.. 

Can You Force a Competitor To Change His Ways Of Business Because 

He Learned Them As Your Employee. 

Does A Technician Have To Tell What He Saw In A Competitor’s Plant. 

COMPANY LOYALTY 

Can An Executive Circularize Your Customers Before He Leaves. 

If An Executive Is Disioyal, Can You Make Him Pay Back His Salary. 

Can You Punish An Employee For Running Down The Company. 

Is It Disloyal For Clerical Help To Buy A Competitor’s Product. 

Can Company Policies Require Executives To Surrender Gifts They Get 

From Suppliers. . 

Can You Require A White Collarite To Report Disloyal Conduct Of Co- 
Workers . .. 

COMPANY POLICY 

Can You Have A Policy Forbidding Employees To Talk To Insurance 

Investigators About Company Accidents. 

When Can An Employee Challenge Company Rules In Court. 

Can An Employee Be Dismissed Because You Object To His Politics. 

Can You Fire An Employee Who Leads A Revolt Over Back Pay. 

COMPANY PROPERTY 

When Can An Employee Retain Property Belonging To The Company. 

Can A Company Force A Salesman To Return Samples And Presentation 
Matter When He Quits. 

COMPANY RAIDING 

Can You Sue A Competitor For Luring Away One Of Your Salesmen. 

Are You Bound To Respect An Employment Contract That An Executive 

Has With Another Firm. .. 

Is The Act Of Taking Over A Team From Another Company Legal. 

Can An Employee Object To A No-Raiding Agreement Between Competitors 

In An Industry. 

Can A Group Of Your Employees Quit En Masse To Set Up A Competing 
Firm ... 

CONFIDENTIAL POLICIES 

Can An Anti-Discrimination Board Accept As Evidence The ‘Confidential 

Unwritten Policy' Of A Company In Hiring. 

Can A Company Staff Complain Over A ‘Confidential Policy’ To Fill Execu¬ 
tive Vacancies From The Outside. 

Is A ‘Confidential Policy’ Not To Hire Applicants Over 40 Acceptable. 

Is The ‘Confidential Policy' Of Management To Hire On A Racial Ratio Of 
Population Valid. 

CUSTOMER LISTS 

Can Your Former Employee Use Your Customer Lists To Compete.. 


CUSTOMER RELATIONS 

Can You Insist An Employfee Drop His Suit Against A Customer. 

Are You Liable If An Employee Shortchanges A Customer. 

Is The Company Responsible If The Help Insults A Customer. 

Are The Promises Of The Customer Relations Department Binding On The 
Company . 

DEVELOPMENT PROGRAMS 

Can A Voluntary After-Hours Executive Training Course Be Considered 

Overtime . 

Must Executives And Supervisors Submit To Aptitude Tests. 

DISHONESTY 

Is The Company Liable If One White Collarite Steals From Another. 

Can A Customer Hold The Company Responsible For Thefts By Employees 
Who Stands The Loss When An Employee Pays His Personal Debts With 
Company Checks . 

EMPLOYEE INTERROGATION 

Can An Employee Questioned By Management Behind Closed Doors Sue 
For ‘False Imprisonment’. 

EMPLOYEE MORALE 

Can An Employee Object To Being Transfered To Another Locale To Work 
Are Promises Made By A Company To Boost Morale Subject To Court 

Enforcement . 

Should An Employee Be Disciplined Because His Actions ‘Lowered Co- 
Worker Morale’ .. 

EMPLOYEE MORALS 

Can A Company Declare Places 'Off Limits' To Its Staff. 

Can You Search A White Collarite’s Desk For Liquor. 

EMPLOYMENT OBJECTIVES 

Can You Hire Someone To Duplicate Competitor Products. 

EXECUTIVE DUTIES AND RESPONSIBILITIES 

Can An Officer Profit By Dealing With His Own Company If He Acts Openly 
What Are The Risks To A Company Officer Who Is Inattentive To Business 

What Powers Does A Vice-President Have In Dealing With Outsiders. 

Is An Executive’s Expense Account Subject To Inspection By A Stockholder 
Can An Executive Protect His Job By Inserting An Arbitration Clause In 
His Contract. 

EXECUTIVE COMPENSATION 

What Expenses Can A Company Charge Against An Executive’s Portion 

Of A Profit-Sharing Plan. . 

Must An Executive Abide By The Company Accountant’s Figures On Profits 

Can You Give An Executive A Stock Option With No Strings Tied To It. 

Can The President Of A Firm Hire An Executive And Give Him A Profit- 

Sharing Deal.. 

Can An Executive Contract Arrange For Salary Payments After His Death 

EXECUTIVE TESTING 

Can An Executive Refuse To Take Personnel Tests. 

Are Executive’s Test Records Confidential. 

HEART ATTACK 

Is An Executive Entitled To Compensation For A Heart Attack Brought On 

By The Tensions Of His Work... 

Can Someone Claim Compensation Because He Got A Heart Attack While 

Arguing With His Superior... 

If A Sales Manager Gets A Heart Attack While On A Hunting Trip With 
Customers^ Is He Entitled To Co mpensa tion.. 

INSIDE INFORMATION 

May A Staff Member Use Confidential Information About Customers For 
Personal Ends . 

JURY DUTY 

Can You Require A White Collarite On Jury Duty To Do Some Work In His 

Spare Time . 

Can You Insist That Someone Working For You Try To Get A Postponement 

Of Jury Duty... 

Can A Company Have A Rule Barring Women Employees From Taking On 
Jury Duties .. 

LIBEL AND SLANDER 

Can You Be Sued For Slander For Telling An Employee Why You Fired Him 

Can A Company Commit Libel In Filling Out A Notice Of Separation. 

Is A Company Liable For What It Says In Answering An Inquiry About 

An Ex-Employee .. .. 

Must The Company Pay Damages If One Employee Falsely Accuses 
Another Of Theft. 

LOANOUTS 

When Your Technicians Are Loaned To Another Company, Are You Liable 

For Their Mistakes... 

Is Your Technician Who Is Directing Installation Of Your Equipment At 
Another Company Subject To Their Rules And Regulations. 

MEDICAL PROGRAM 

Must You Provide Employees With Free Medical Services. 

Should A Company Set Up A Program For Attending Employees Who 
Suddenly Become Sick On The Job. 

MOONLIGHTING 

When Can A Company Find Itself In Trouble Because Its Executives 

Moonlight .. 

Can A Technician Act As Consultant In His Spare Time. 

Can A Company Have A Rule Barring All Moonlighting. 

Is Another Company Responsible To You If It Secretly Hires Your Em¬ 
ployees For Moonlighting. 


































































































NERVOUS BREAKDOWN 

Can Someone In A Clerical Job Claim Compensation For A Nervous Break¬ 
down While Working. 

Does An Executive Assume The Risks Of A Nervous Breakdown When He 

Takes On An Exacting Job.... 

Must A Company Assign An Employee To Work That Will Not Give Her A 
Nervous Breakdown . 

NEW MANAGEMENT 

Can Employees Force New Management To Maintain Old Vacations and 

Bonuses . 

Can Management Upset A ‘Consultant Retirement Plan' Awarded An Execu¬ 
tive After Long Service. 

MANAGERS 

Does A Branch Manager Have Authority To Commit The Company To 
Contract Obligations . 

OFFICE GOSSIP 

Does An Office Worker Have A Duty To Report Employee Gossip. 

Can Management Be Sued For Spreading Rumors. 

Can An Employee Claim Improper Discharge Based On Office Gossip. 

OFFICE ETHICS 

Is It A Violation Of Office Ethics For An Employee To Join A Competitor 

Soon After His Training Period Ends. 

Can A Company Claim Right of Reprisal For Violations Of Office Ethics 

Which Are Not Illegal... - 

Can An Employee Have An Interest In A Company Doing Business With 
You Without Informing You.. 

OFFICE MANAGEMENT 

Can A White Collarite Sue You For Failure To Provide Cleanup Amenities.... 

Must A Company Protect Its Staff From Fatigue.. 

Whom Can An Employee Hold If He Is Injured In Horseplay. 

What Are The Risks Of Permitting Practical Jokes. 

OFFICE PARTIES 

Can You Fire An Executive For Indiscretion At An Office Party. 

Can A Company Be Liable For The Acts Of An Intoxicated Guest. 

Can An Employee Sue For Injuries At An Office Party. 

OVERTIME 

Do You Have To Pay Someone For Overtime If He Does It Voluntarily. 

What Are Acceptable Excuses Of White Collarites For Not Working Over¬ 
time .. 

If Illness Results From Overtime Work, Is The Company Responsible In 

Damages . 

Do You Have To Pay Overtime While Employees Take Their Coffee Break. .. 

PERFORMANCE EVALUATION 

If An Executive Quits, Can He Demand His Records On Confidential In¬ 
formation Be Surrendered.. 

Can A White Collarite Sue His Supervisor For Slander Because Of A Bad 
Rating .. 

PERSONAL DEBTS 

Should A Company Help An Outsider Collect The Debts Of Employees. 

Can A Company Dismiss A White Collarite Because Her Salary Is Gar¬ 
nisheed . 

Are There Any Company Liabilities For Counseling On Debt Problems Of 
Employees .. 

PERSONNEL RECORDS 

Can An Employee Insist His Personnel Records Be Kept Confidential. 

PHYSICAL CHECKUPS 

Can Management Be Sued For Assigning Duties To Someone For Which 

He Is Physically Unfit. . 

Is The Company Responsible If Its Doctor Fails To Warn A White Collarite 

Of Danger Disclosed On Examination.. 

What Liability Does Management Have On Malpractice Charges Against 

Its Own Doctor. 

If The Company Nurse Gives The Wrong Pills To An Ailing Secretary Is 
The Employer Liable.. 

POLICY MANUAL 

Must The Company Live Up To A Schedule Of Separation Pay Stated In 
Its Manual. 

POSITION CLASSIFICATION 

Are You Responsible To An Applicant If You Assign Her To Duties Which 

Affect Her Health. .. 

Can An Employee Sue You For Injuries Because You Assigned An Incom¬ 
petent As Her Assistant. . 

PROBLEM EMPLOYEES 

Is A Company Liable To Outsiders Because It Plays Along With Problem 

Employees . . 

Is There A Legal Risk To An Employer Because Of The Advice It Gives To 

Staff People In Difficulties..... 

Can A Company Withdraw Extra Compensation And Vacations From Em¬ 
ployees Whose Outside Activities Reflect On The Company. ... 

Do You Have The Right To Control Off-The-Job Behavior Of An Employee 

RECREATIONAL PROGRAM 

When Is The Company Responsible To Its Employees Hurt In Company 

Athletics ... 

Do Companies Have A Responsibility To Outsiders Just Because An Em¬ 
ployee Is Wearing The Company Uniform.. 

Can A Company Insist Its Employees Participate In Recreational Programs 
Can An Employee Demand Overtime Pay For Recreational Activities. 

REFERENCES 

Can A Former Employee Sue For Slander Because Of Poor References. 

Will A Court Require A Company To Issue Good References To A Departing 

Employee . .. 

Can A Company Take The Position That Anyone Shifting To A Competitor 
Is Not Entitled To Good References. . 

RESIGNATION 


Will A Court Recognize An Undated Resignation Signed By An Executive 
When Hired. 

RETIREMENT 

Can Management Force An Employee To Retire. 

SAFETY REGULATIONS 

Can An Employee Claim Compensation For An Accident Caused By His 
Violation Of The Company Regulations. 


SALARIES 

Can A Company Force An Employee To Refund Overpayrnents Of Salary.... 

Must Someone Whose Salary Is Overdue Stay On The Job .. 

Can An Employee Earn Salary Even Though He Does No 

Can There Be An Employer-Employee Relationship Even Though No Salary 

What ^afary MusrYou Pa^^ If Nothing Was Said About Money 

When He Was Taken On. 

SALESMEN’S COMMISSIONS 

Can The Company Make A Salesman Refund Advances On Commissions 

That He Never Earned.- - r .c -i,: 

Can A Salesman Collect Commissions On Sales Where The Customer Fails 

Can° Your Salesman claim the Commission For A Sale Someone Else 

Clinched . 

When Do A Salesman’s Commissions End. 

SALESMEN’S RESPONSIBILITIES AND RIGHTS 

Can A Salesman Claim Compensation Against The Company If He Is Hurt 

While Driving His Own Car.. tL ' 

Can Your Salesman—Without Your Permission—Give A Customer The 

Right To Return Goods. . -v ."i 

Can You Fire Your Salesman If He Talks Up Another Product When He Is 

Servicing Your Customers. .. 

Can You Stop One Of Your Ex-Salesmen From Soliciting Your Customers 
Is 'Antagonizing A Customer' Just Cause For Firing A Salesman. 

SELECTION (EMPLOYMENT) PRACTICES 

Can You Sue Your Employee For Lying About His Qualifications. 

Can An Outsider Make A Company Pay Because It Was Negligent In Select¬ 
ing Personnel.-. — 

When Can A Member Of The Staff Hire Help Without Company Knowledge 

Or Consent.... ■ 

Can You Employ Someone By Your Conduct Rather Than By What You Say 
If Nothing Is Said About The Period Of Employment, How Long Does It 
Last . 


SEPARATION 

Can You Fire An Employee Arbitrarily Who Has A Contract To Stay As Long 
As He Proves Satisfactory. 

Can An Employee Claim He Was Hired For Life. 

SEPARATION NOTICE 

What Happens To A Company Whose Notice Of Discharge Is Unclear And 
Ambiguous ..; ;. 

Must An Employee Be Notified Personally Before Her Dismissal Can Be¬ 
come Effective.... 

SEVERANCE COMPENSATION 

If The Handbook Advises That Laidoff Employees Get Severance, Must 
The Company Live Up To It. 

Can You Demand Repayment Of Severance From An Employee Who 
Secretly Joined A Competitor. 

SICKNESS 

Can You End An Employment Contract Because of Employee Illness. 

Does A Salesman Earn His Commissions Even When Out For Sickness. .. 

Is Your Employee Liable For Income Tax On His Sick Pay. 

Can You Be Sued For Ordering A Sick Employee Back To Work. 

SUGGESTION SYSTEMS 

Can An Employee Make The Company Pay For Savings On His Idea 
Dropped Into The Suggestion Box. 

Can An Employee’s Record With The Company Get A Black Mark Because 
He Never Made Suggestions. 


SUPPER MONEY 

Must An Executive Report Supper Money As Part Of His Compensation For 

Tax Purposes .. 

When Is Supper Money Not Tax Deductible By A Company. 

Can An Employee After He Leaves A Company Sue For Unpaid Supper 
Money .. 

TECHNICIANS’ RIGHTS & RESPONSIBILITIES 

Can A Technician Hire An Assistant Without First Getting The Company’s 

Consent .. 

Who Owns The Rights To New Processes Devised By A Technician During 

Working Hours . . 

Can A Company Bar Its Competitor From Using The Skills Of An Ex- 

Employee Developed On The Job.. 

Can You Stop A Research Chief From Reading A Scientific Paper On A 

Discovery Affecting Your Company. 

Do Federal Wage-Hour Laws Concern Engineers Hired On An Hourly Basis 


TERMINATION OF EMPLOYMENT 

What Is Neglect Of Duty Justifying Discharge. 

Can You Fire A Man Without Reason If He Has No Contract. 


TRADE SECRETS 

May An Employer Use Experience And Knowledge Gained With You To 

Compete Later. . .. 

Can You Block An Ex-Employee From Using Your Trade Secrets If You 

Don’t Have A Written Agreement. 

Are You Running Any Risks When You Take On Your Competitor’s Ex- 

Employee To Develop New Products. 

Can You Ask A New Office Employee To Install Systems He Learned With 
A Competitor . 

VACATIONS 


If A Staff Member Resigns Rather Than Be Fired, Is It Considered Volun¬ 
tary ... 

Can A Supervisor Demand That A White Collarite Resign. 


Must You Pay The Man You Fire Before Vacation Time His Vacation Pay ... 
Must You Continue Giving Paid Vacations Because The Firm Did So In 
The Past... 
































































































